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1. Introduction and Overview

Welcome to the Aging Resources Management System (ARMS). The ARMS system is
accessible by all area agencies on aging, service providers, and any government entity with the
need to access ARMS data and reports.

1.1 What is ARMS?

The Aging Resource Management System (ARMS) is a client tracking system for demographic
data and a reimbursement system that ties reimbursement to performance.

ARMS provide users with the convenience of on-line web access. The system includes
functionality and features to facilitate data entry, reporting, and tracking of client information and
service impacts over time. At any given time during the year, data is available to report service
unit, program costs and income, and non-unit reimbursement.

1.2 ARMS Objectives

ARMS is designed with the following goals:

e To establish a statewide database for reporting client demographic data including eligibility

e To establish a statewide database for budgetary control, delivery of units of service and non-
unit activities incorporating Older Americans Act regulations on matching, program income,
and other requirements as needed and other funding sources

e To provide a linkage of databases to track services and costs to the client level
To meet federal reporting requirements

1.3 Who uses ARMS?

The ARMS system is written for the use of the Division of Aging and Adult Services (DAAS) and
its constituents. Those who will use ARMS include:

o Regional Area Agencies on Aging staff
e Aging Service Providers (non-profit, profit, public, minority)
¢ County Lead Agencies and other DHHS Personnel

Only authorized users can access the ARMS System using any Internet connection. An ARMS
user ID and password are assigned. User roles require a different level of access to the features
and functionality of ARMS. User access is managed by DAAS ARMS Coordinators, which will
assign each individual ARMS user a different role which is appropriate to the access level of
user.

The five user access roles/types are:

Provider
Region
Admin
County
Report

arwbdPE
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User Type Functions Available

Provider Users assigned a role in ARMS as “Provider” will be able to perform

the following functions.

e Search for clients and review their information
e Add / Update a new client

e Add / Update a service to a client

e Add / Update monthly service totals for client
e Add / Update a site/route/worker code

e Modify provider agency information

e View / Print Provider specific reports

e Import Service Data

e Add / Update non-unit reimbursement data

e Add / Update consumer contributions/program income

ARMS users with “County” access may only View or Print County
Reimbursement Reports

County

Report ARMS users with “Report” access may only View or Print Reports
Table 1 — User Functionality

This document presents text in different formats which communicate specific information
about the system. These formats are described (below) in Table 2:

Format or Style Description

Boldface text Indicates an action to take in the system such as clicking a button
or selecting a drop-down list box item or item on a menu. For

example: click the Search button.

Italics Indicates text to enter into a field in ARMS.
Hyperlinks A link to a web site or to another part of this User Guide. These

are working links for those reading this document electronically.

Pipe | Separated | Text

This indicates the need to click on a series of links or menu items,
which will appear in order as they are selected. Most commonly,
they are used while navigating in ARMS.

Links...

Drill-down links are usually found in columns. Clicking these
opens additional detail screens specific to the data item displayed

“tear away” line

ARMS screens are often quite long. This “tear away” line
indicates that the actual display is too long to include in this
document, and users will need to scroll down to see the full list.

Table 2 — Document Conventions
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2 Basic ARMS Functionality

2.1 ARMS System Availability & Connectivity

Most questions about ARMS—including news, updates and documentation—will be located on
the ARMS support website. (http://www.ncdhhs.gov/aging/arms/armspage.htm). Users are
strongly encouraged to use this resource before calling Regions or DAAS ARMS Coordinators.

ARMS is designed to be available 24 hours a day including weekends. There will be times when
we may have to bring ARMS down for maintenance and to run reimbursement reports. There
may also be occasional times the server might be unavailable to users.

Connectivity for users is available from DHHS Customer Support Center Monday through
Friday from 7:00 a.m. to 5:30 p.m. except State observed holidays.

For connectivity support when existing users cannot sign into the WIRM Portal, call the Help
Desk at 919-855-3200 and press option 2. You will be asked a series of questions, including but
not limited to:

1. The system you are using (ARMS)

2. Your Name or Your User ID

3. Location

4. Provider Role must provide the Provider Code (G055)

For Application/Support call the ARMS Coordinators, Linda Owens or Annette Bagwell, at
919-733-8390. To speed the troubleshooting process, be prepared with exact details about the
behavior, issues, or error messages received. You can also request assistance by e-mail
linda.owens@ncmail.net or annette.bagwell@ncmail.net.

2.2 ARMS User Data Entry Requirements

Data must be in ARMS by 5:00 p.m. on or before the 11" of the each month to be reimbursed
for the current report period. When the 11" falls on a holiday the due date is the next working
day. If the 11" falls on a weekend, data is due the following Monday.

The processing of reimbursement reports and other financial documents will occur on the 12"
calendar day of the month. When the 12" falls on a holiday the processing date is the next
working day. If the 12" falls on a weekend, the processing date will be the following Monday.
These reports along with previous months will be available at all times. Other reports, such as
demographic, waiting list, etc. will be available on demand.
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2.3 Starting ARMS

Follow these steps to begin using the ARMS system:

1. Launch your Internet browser. Internet Explorer 6.0 or higher or Netscape Navigator 7.0 or
higher are the Preferred browser.

2. Click the “Access ARMS” link from the ARMS support website Access ARMS System
(http://www.ncdhhs.gov/aging/arms/armspage.htm):

Users may get a Security Alert screen similar to this:

Security Alert

ri"; Infarmation you exchange with this site cannot be viewed or
?. changed by others. However, there iz a prablem with the site's
; securty certificate.

o The security certificate ig from a trusted certifying authority.

& The zecurity certificate haz expired or iz not et valid.

The name on the security certificate iz invalid or dosg not
match the name of the site

Doy wank ba procesed?

Wiew Certificate |

Figure 1 — Security Alert
Click Yes to continue.

Hint: For easy access to the ARMS webpage, add
http://www.ncdhhs.gov/aging/arms/armspage.htm
link to “Favorites” in Internet Explorer or “Bookmark this Page” in Netscape.

NOTE: You must have pop-ups enabled in order for the menu structure to operate correctly.

a. To enable pop-ups in Internet Explorer, Click on the Tools menu | Pop-up Blocker | Pop-up
Blocker Settings s — S

|
Exceptions
b. Enter the ARMS website address in the text box E e e sl e el e
under “Address of Web site to allow” Address of web sit o dow
c. Click Add. This will be required for each PC used to .
wva webmdhealth.com
access ARMS. Femove Al

Pop-up Blocker must be enabled to run

Play & sound when & pop-up is blocked.

reports

Filter Lewel

ion Bar when a pop-up is blocked

Medium: Block most sutomatic pop-ups ~

Pop-up Blacker FAG Close

Figure 2 — Pop-Up Blocker Settings
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3. The Web Ildentity Role-based Management (WIRM) login page will display.
portal
web identity role management
Name : lindaowens -
Password @ sk \
P |
-
P = _
Support Contact Information <
For Secunty issues (ex. password resets, new user 10s, etr.), contact your y
Security r.Please direct all other WIRM support requests to the DHHS )
Customer Support Center. They can be reached by phone at (919) 855- b,
3200 Option 2 or by emall at dhhs.customer.support.center@ncmail.net.
posted by Ramana Reddy on B/7/2006 ot 4:44 PM
Figure 3 — WIRM Portal Login Screen
4 Enter the assigned WIRM user Name and Password. (This name is typically the user’s
first and last name (Example — linda.owens). There will be some exceptions with
common names (John Smith, Mary Smith) as these require using middle initials or some
other combination. The password must be at least 8 alphanumeric characters. The
password is case-sensitive and will expire every 90 days.
Click Login.
A user profile has been set up for all authorized users. Functionality in ARMS is based
on the user’s unique profile. The profile includes identifying information about each user
and the information a user can access. Users will see only that functionality which is
assigned to one of the five access roles (described in Table 1).
You may change your password and other information at any time by using the My
Settings link after you login.
web identity role management
My Applications
Aging Resource Management System L d
: Aging Resource Mansgement System to support the autumati__én I'EqLIirEI'I'IEI"IE'FDTDhI‘iS‘.?GH Of Aging [Now Li-.;lJa-}'
' |
Figure 4 — My Settings
Provider User Page 7 of 59
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If the name is not found a message will appear, check the assigned username and try
again. If the password is incorrect a message will appear, check the password and
type it again. WIRM users have three consecutive tries to login with their Name and
Password, after which they will be locked out of WIRM. This helps prevent “hackers”
from gaining system access.

If locked out, users must call the DHHS Customer Support Center (Help Desk), 919-
855-3200, option 2, to have their password reset. The Division of Aging and Adult
Services staff cannot reset users’ password.

Some users have multiple applications in WIRM, all of which are visible by clicking the
My Applications tab which appears beneath the WIRM logo.

Click in this box to
enter ARMS...

Figure 5 — The WIRM Portal “My Applications” Screen

4, Click the thumbprint screen shot or the title text to open ARMS to the home page.

The WIRM Portal automatically logs users OFF the system after a period of inactivity. If
the following screen appears simply login again to continue using ARMS.

Your session h;s(xﬁhad. PI‘% to conbinue.

3 8 s B e T d B

Figure 6 — Session Expired Screen
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2.4 Getting Help in ARMS

Click on m to open a copy of the latest ARMS User Manual.

2.5 Logging Out of ARMS

When finished using ARMS, always log out by clicking Logout in top right corner of screen.

Logging out helps prevent unauthorized access to ARMS.

The WIRM system will automatically log users out of ARMS after a given period of inactivity.
(See Figure 6)
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3 Providers

To view list Provider Agencies, click on the Providers link on the navigation bar. A list of

provider agencies will display.

Users can list all providers by selecting the All link or users may narrow the list by clicking on
the letter links in the index bar across the top to sort by Agency Name. Additional sorting can
be done by clicking on the column headings. For example, to sort by City, click the column
heading City.

Home Region Allocation Region Budget Provider Budgets Clients Reports Import ARMS/SIS

Gooz
G003
GO04
GO0S
G007
GOog
GOog
G010
G012
G013
G014
G015
Golg
G020

FRIENDSHIP ADULT DAY SERVICES
ALAMANCE ELDERCARE, INC

ALAMANCE COUNTY TRANSPORTATION AUTHORITY

RANDOLPH CO SEMIOR ADULTS

LIFE CENTER OF DAVIDSON

HOME HEALTH RANDOLPH HOSPITAL
HOMECARE PROVIDERS

ADULT CEMTER FOR EMRICHMENT

NC COOPERATIVE EXT RANDOLPH

NC COOPERATIVE EXT ALAMANCE
UNITED WAY OF RANDOLPH COUNTY
NC COOPERATIVE EXT MONTGOMERY
CASWELL COUNTY

LEGAL AIDE OF NC-GREENSEORO

o = @ P I B I I e = x| Ix

=

1946 Martin Street

2732 Anne Elizabeth Drive
PO BOX 2746

133 W WAINMAN AVENUE
601 W. Center Street

PO BOX 1048

PO BOX 205

122 W ELM STREET

2223-A S FAYETTEVILLE 5T
209 N GRAHAM-HOPEDALE RD
PO BOX 2822

203 W MAIN 5T

PO BOX 1405

PO BOX 3467

Index on Agency Mame: [Alll-A-B-C-D-E-F-G-H-1-1-K-L-M-N-0-P-0-R-5-T-U-W-W-X-Y-Z

BURLINGTON
BURLINGTON
BURLINGTON
ASHEBORO
LEXINGTON
ASHEBORO
BURLINGTON
GREEMSBORO
ASHEBORO
BURLINGTON
ASHEBORO
TROY
YANCEYVILLE
GREEMSBORO

Figure 7 — Providers Associated with a Region

Detai...
Details...
Details...
Detai...
Details...
Details...
Detai...
Details...
Details...
Detai...
Details...
Details...
Detai...

Details...

Clignts...
Clients...
Clients...
Clignts...
Clients...
Clients...
Clignts...
Clients...
Clients...
Clignts...
Clients...
Clients...

Clients...

Clients...

Provider codes consist of the Region code and a three digit numeric number. Provider Agency
Codes are assigned by the ARMS Coordinator and will not change. Once a provider code is
setup in ARMS it will never be assigned to another provider agency.

Status = A indicates that the provider agency is Active for the current fiscal year.

The Details... link will allow the user to edit or view provider agency information.

The Clients... link will allow the user to add, edit, or view Clients assigned to a provider agency.

Provider User
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3.1 Edit / View Provider Details

Click on Details... to edit / view Provider Agency information in the editable fields. Provider
Code or Registration Date cannot be changed. The user can edit or modify any of the editable
fields on this form. When complete, click Update to save or Cancel to return to the previous

screen.

Provider Code F002

Agency Marme |FRIENDSHIF‘ ADULT DAY SERVICES
RegistrationDate:  9/3/1992
Ll 267 [1945 Martin Street

[BURLINGTON | NG 27216 |

workPhore (336 )[222 79T et |
Faxburber: (336 jfz2z J7res
ek Page |

ricontact Persons

Narme: |Kathryn Porter Title: [EXEC DIRECTO

Ernail ; |friend39@hellsnuth.net

Marne: I Title: I

Ernal : |

With Nutrition Congregate and
Nutrition-Home Delivered
checked, the user will be should
complete this portion of the
Provider Agency Information

~Type Of Agency - "
Type Services Provide
I Profit s
I Supportive
I Public
- ¥ Nutrition-Congregate
Minorit
' ¥ Hutrition-Home Delivered
¥ hor-Profit

Update | Cancel |

Figure 8 — View / Modify Provider by Region

Provider User
Last updated: October 2, 2007 by Linda M. Owens
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Fadility Type Number Of Facilities

Restaurant I[J
Senior Center |3
All Others [1

Public or Low Rent Housing |4

Religious |0
Operating School I[J
Community Center |2

r Congregate - Number Of Days Serving
C7 O C4 O3 201 00

rServing More Than One(1) Meal Per Day
¥ ves
' No

rHome Delivered Meals - Number Of Days Delivering
7 Cp s 403 C32 01 O

r Delivering More Than One(1) Meal Per Day
 Yes

& No

Update | Cancel |



3.2 View Clients for Region Providers

To view the list of Clients associated with a Providers, click on Clients...

the full client list for that Provider will appear:

(see Figure 30) and

Add Client Providers

Client List

Provider Code !
Agency Marme !

mm

1111 BYRD
1111 CARR
1111 CAYNOR

To see the details for a particular Client, click the Details....

Index on Last Mame: [AN] -A-B-C-D-E-

I-_--___-

E
RUBY F
CLONTZ M
ASHMORE M

12§23/1930
410/ 1930
81171930
9f27/1930

GO0z
FRIEMOSHIP ADULT DAY SERVICES

A 7f17/2002
& 2f23/2005
& 4f6,/2005

A 7f17/2002

Figure 9 — Client List for a Provider in a Region

&

A
A
A

/\/\/\/\/\/\/\/\/\/\/\/\/\

“W-X-Y-

Detals, .,
Detais, .,
Detals, ..

link to open the Clients Detail

screen, which allows the Region user to perform all the same functions as described in the
Provider User Section on Client Information.

Region users may also add a new Client by clicking on | Add Client |

To return to the list of all Providers click on either the Providers link on the navigation bar or the

3.3 Clients

Providers Button.

Refer to Provider User Section on Client Information.

Provider User
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34 Provider User

The information in this section is applicable to those users who have been assigned the
Provider role..

3.5 Provider Initial Screen

Users assigned the Provider role will see a startup screen similar to the one below.

ARMS. Provider ARMS v0.0.9 | Help | Logout

Home Search Client Add New Client Export Reports Import ARMS/SIS

Provider
G055 SEMIOR RESOURCES OF GUILFORD A 201 E, WASHINGTON STREET GREEMSEORD Details,.. Clients.,, Services...

L . i
Figure 10 — Provider User Initial Screen

Each Provider has a unique alphanumeric ID which will never be assigned to another Provider.
Therefore, each Provider User will see the initial screen with different contents in the table.

NOTE: The hyperlinks on this page include the navigation bar titles (Home,
Search Client, Add New Client, Reports, and Import ARMS/SIS) and the
words on the right-most columns of the table (Details...Clients... Services...).

3.6 Agency Information

This initial screen for the sample Provider User shows that this user has access to Provider
agencies G055, Senior Resources of Guilford.

NOTE: The left side of the system header will always display the name of the
user who is currently logged into ARMS. The screen above displays
“ARMS.Provider.” This is the user name created for documentation purposes.

Additional information about each agency may be obtained by clicking one of the hyperlinks in
the columns to the right. For example, to view more details about “Senior Resources of Guilford”
follow these steps:

From the initial screen, click on the Details... link on the right.

Provider Address City

G055 | SEWIOR RESOURCES OF GUILFORD | A 301 E. WASHINGTON STREET | GREENSECRO Detals.. Clients... Services...
L . i
Figure 11 — Provider Agency Information

The following screen will display. Make the necessary changes and click the Update button at
the bottom of the screen. Click Cancel to abort any changes and/or to return to previous page.
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Provider Code GOSs — 1

sgency Mame :  [SENIOR RESOURCES OF GUILFORD Unique ID (Assigned by DAAS and
RegistrationDate:  €/24/200— cannot be changed). The registration
fodress If‘m ERS RGN — date cannot be changed.
\
|GREENSBORC, [MC 27420 |
work Phone ¢|336 3 [373 Jas16 ext. |
Fax Murnber (|336 1 |373 Jaszz
web Page |www.senior—resources—guil
rContact Persons
Mame:  |REMEE GRIFFIM Title: |ASSISTANT DIRECTOR |

Provider Agency Codes are
assigned by DAAS ARMS

Ernail : Irenee.grifﬁn@ncmail.net

Marne:  |ELLEM WWHITLOCK Title: |DIRECTOR Coordinator and cannot be
Email : | changed.
— Twpe Of Agency i
™ erofit Type Services Provided Only Regional Staff can request
I Public e S CEEIAS provider agencies access to
I Mincrity W Nutrition-Congregate ARMS using the DAAS-150 Form.

= rutrition-Horme Delivered

F ron-Profit

Provider codes consist of the

Facility Type Number Of Facilities Region Code and a three d|g|t
Restaurant o numeric number. In this example,
S E the provider code is GO55. This

user’s profile has been set up to
all Others I

access a provider in Region G.

Public or Low Fent Housing Ix'-l

Fetiaions o Only active providers with current
Operating School o budgets with AAA will have
Cormmmunity Center |2 access to ARMS for the current

Congregate - Murmber Of Days Serving fiscal year.
7 O/ 85 04 O3 2 01 0
—Serving More Than Onell) Meal Per Day ———

i+ yag
Mo

7 T/ 85 04 3 2 01 00

—Delivering More Than Oneidl) Meal Per Day
i ves

i Mo

Horme Delivered Meals - Fumber OF Days Delivering“

Update | Cancel |
Figure 12 — Provider Agency Detailed Screen

If any changes are required to agency details, simply make them in any editable box or field,
then click Update at the bottom of the screen. Click Cancel to discard any changes or to return
to the previous screen.
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3.7 Client Information

Provider users may view or modify client information using either of two methods:

ONE: By clicking on the Clients... link on the initial screen and selecting the desired client from
the resulting list (which is the method followed in the example below).

TWO: By searching directly for a client using the Search Client link on the ARMS system
header bar. The search client screen also appears in ARMS to locate a specific client for
viewing/editing.

To view list of clients associated with the “Senior Resources of Guilford” click on the Clients...
link on the right side of the table.

ode Provider Status i
G035 SENICR RESOURCES OF GUILFORD | A 201 E, wWASHINGTOMN STREET GREEMSBORD Details,.. Clients,,, Services...

L I
Figure 13 — Sample List of Agenmes

The Client List for that agency will appear:

Add Client Providers

Client List

Provider Code : G002

Agency Marme ; FRIEMODSHIP ADULT DAY SERVICES

Index on Last Name: [AN] -A-B-C-D-E- ~W-X-Y-2

I-_--___-
1M F 12231930 & 7172002 A Detals, ..
1111 BYRD RUEY F 4f10f 1930 & 2232005 A Detals, .,
1111 CARR CLONTZ M B8f11r1930 A 4fe/2005 A Detals, .,
111 CAYNOR ASHMORE M 9f27/1930 B 772002 A Detals,..

Figure 14 — Sample List of Clients

To view or edit specific details on a client (client record), click on the Details... link on the right.
The Provider Client Details screen will appear:

ARMS makes it easier to locate clients by using an linked index bar at the top of the Client List.

Index on Last Mame: [All-A-B-C-D-E-F-G-H-1-1-K-L-M-N-0-P-0Q-R-5-T-U-V-W-X-Y-2
Figure 15 — Provider Budget Index Bar

Click Add Client to Search for existing client or to Add new client to a Provider.
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Add Client Providers

Client List
Provider Code : G100
Agency Name : SERVICE PROVIDER
Index: [A] -A-B-C-D-E- . .
i_- Provider Client Assessment
3170 | AUSTIN KATHE| Provider Code : G100 Agency Mame : SERVICE PROVIDER
9999 | Bannett John

" Search for existing client " Add new client I

Mext Cancel |

If the user click Search for existing client the following screen will prompt the user to enter
search criteria. Refer to Section 3.3.2.1 for more information on searching for a client.

Provider Client Assessment

Provider Code : G100 Agency Mame : SERVICE PROVIDER
¥ Search for existing client " Add new dient

Search client

Person Last4 Digits 55N :I

Last Mame : |

First Mame : |

Sex: I vI

Date Of Birth : | i |

Search | Resetl

Mext Cancel

Valid search fields
include Last4 Digits of
SSN, Last Name and
First Name

Date of Birth can be
search in combination
of the above criteria.

Provider User
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Simply click on any of the letters in the bar to list clients’ last name beginning with that letter.
Clicking the letter “H” will yield the results in the example below.

Add Client Providers

Client List

Provider Code : G100
Agency Mame : SERVICE PROVIDER

Index on Last Mame: [All-A-B-C-D-E-F-G-H-I-1-K-L-M-N-0-P-Q-R-5-T-U-V-W-X-Y-Z

7717 | HARVEY BARRY M 7i7/1921 R 5/8/2007 A Details...
7656 HEMSLEY Rk M 6/6/1940 R 5/10/2007 A Details...
1999 HEFPBURM KATARIME F 3/3/1920 R 6/18/2007 A Details...
7656  Homedelvered Test F 1/1/1927 R 3/15/2007 A Detais...
2000 HUDSON ROCK 4/4/1930 R 6/18/2007 A Detais...

Add Client | Providers |

Figure 16 — Client Results

In the above example, clients with last name beginning with the letter “H” are displayed. The
user can further sort client by select the column link. This symbol B next to a column heading
indicates how the column is sorted. In this example, additional sort is by last name.

If the user selects a letter with no corresponding clients the following screen will display.

Add Client Providers

Client List

Provider Code : 5100
Agency Mame : SERVICE PROVIDER

|There are no clients

Add Client | Providers |

Figure 17 — Client Results with no clients
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3.8 Add client to Provider

User can search for an existing client or add a new client.

Add Client Providers

Client List

Provider Code : G100
Agency Name : SERVICE PROVIDER

Index on Last Mame: [All-A-B-C-D-E-F-G-H-I-1-K-L-M-N-0-P-0-R-5-T-U-V-W-X-Y-Z

7717 | HARVEY BARRY M 7/7/1921 R 5/8/2007 A Detais...
7656 HEMNSLEY MARK M 6/6/1940 R 5/10/z2007 A Detais...
1999 HEPBURN KATHRIME F 3/3/1920 R 6/18/2007 A Detais...
7656 Homedelvered Test F 1/1/1927 R 3/15/2007 A Details...
2000 HUDSON ROCK M 4/4/1930 R 6/18/2007 A Detais...

Add Client Providers

Provider Client Assessment

Provider Code : G100  Agency Mame : SERVICE PROVIDER

" Search for existing client " Add new dient

Mext Cancel

Search for existing client will allow user to search for a client that is already registered
In this example, the search is on the client id, click Search and a list of clients with that client id
will display.

If the client is in the list, select the client by clicking the box to the left. Only one client at a time
can be selected. Click Next to continue with this client or click Cancel to return to previous
screen.
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Provider Client Assessment

Provider Code : G100 Agency Mame : SERVICE PROVIDER
@ Search for existing client € Add new client
Search client
Person Last4 Digits S5M :IE?EU
Last Mame : |
First Mame : |
Sex : I vI
Date Of Birth : | i |
Search | Reset |

List of Clients

First Name | MI | SSN4 | Sex | Date Of Birth

[T ABRAHAM  POLLY 8750 |F inyLnoe A
[T EDWARDS DORENE T | 8750 |F Q/anis ane A
[T LINDSEY CLORINE B750 |F 1TiTjInT A
[T MARION MELLIE 8750 |F TifidplyLs A
T NORWOOD LOIS Y | 8¥50 |F oiijitoE A

Mext Cancel

Figure 18 — Provider Client — Search/Add

If the client is not in the list, you can search on last name, etc.
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Click Add new client to display the screen to entry client information from the DAAS-101 Client
Registration Form (Questions 1-13). Click Add Client.
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" Search for existing client

& Add new client

Add
Last 4 Digits SSN :
Last Name :
First Name :
Middle Initial :

Date Of Birth :
Address :

County =
Phone :

Sex :

At/below poverty level :

— Marital Status
" Single (never married)
€ Married
" Single (divorced/widowed)
€ Refused To Answer

—Race (Chent Most Closely Identifies)—
" Black/African American

' Asan

€ American Indian/Alaska Native
 White

" Mative Hawaian/Other Pacific Isbnder
" Refusad/Unknown

New Client

—

A /

T Special Eligibility

—
|
|
|
I
|

7]
d ] ]

C Male C Fermale

C Yes T No

I No Phone

—Household Sze
" Lives Alone

" 2 in home
" 3 or more in home
" Group/Shared Home

{" Refused to answer

—Other Race (Chedk all that apphy)
I Black/African American

I Asian

1 Arnerican Indian/Alaska Mative

I white

1 Mative Hawaiian/Other Pacific Isander
"1 Refused/Unknown

Add Client |

" Other ™ other
Hispanic/Latino : ' yves € No
Primary Language Spoken : |Eng|ish j

Provider User
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Click Add Client. The following screen wil

Provider Client Assessment

Provider Code : G100  Agency Mame : SERV

" Search for existing client 0 Ad

| display. Click Next to add Services to the client.

ICE PROVIDER

d new client

M

ext Cancel |

Provider Client Assessment

Provider Code : G100 Agency Mame : SERVICE PROVIDER
Last 4Digits of SSM : 7656 Date Of Birth : 6/6/1940
First Mame : MARK Last Mame : HEMSLEY
Service Code Name Service Status
[ | 620 HOME DELIVERED MEALS Active |=
W 250 TRAMNSPORTATION Active "l
Active
[T 260 SEMIOR COMPAMNION
Inactive
[~ 309 GROUP RESPITE
[ |610 CARE MAMAGEMENT IAI:tiﬁ.-'E v|
[T 820 CG-ASSISTAMCE WITH ACCESS IAI:ti'u'E Vl
[ 830 CG-COUMSELING, TRAIMIMG, SUPPORT IAI:H\.-'E "l
[T 850 CG-SUPPLEMEMTAL SERVICES IAI:tiﬁ.-'E v|

Mext Cancel |

Check the box to the left of the services in
Section I. Click Next. The next screen to
The following service codes will require th

dicated on the DAAS-101 Client Registration Form
display is based on what services the user selected.
e user to complete

Service Code(s)

DAAS-101 — Sections

020, 021, 022, 610

Sections I, II, IV, V, VI, and VII

180, 181, 182

Section I, Il and VII

033, 250

Section | and VII

Respite - 210, 309
In-Home Respite 235, 235, 237, 238,
Family Caregiver 820, 830, 840, 850

Sections I, VI, and VII — Caregiver information
Section Ill, VI, and V — Care Recipient Information

All other HCCBG services

Sections I, IV, V (if appropriate), VI (if appropriate),
and VI

Provider User
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3.9 Update Provider Client Details

From the Provider Client Details page, click on the Update button, then click the client Details...
link. The following screen appears:

Click Agency
Name to view or
update Provider
Agency
Information

Click Client Name
to view or update
record

— |Provider Client Established Date :

Provider Client Details
Provider Code : (100

Agency Mame : SERVICE PROVIDER
Last 4 Digits 55M : 7656
Mame s EMNSLEY MARK

IActwe vI

Provider Client Status :

Client Status : R
AT 6/6/1940

5/10/2007

Address : STREET

City : LIZARDLICK

State : MC

Zip : 27655

County : Wake

Phone : [)-

Sex : Male

Marital Status : Married

—Emergency Contact Person

[Mame: HELEM HEMSLEY

Day Time Phone: (3368) 555-6001
Evening Phone: (336) 555-7112

Update | cancel |

Provider Client Services

| Service Code Service Name Service Status

820 CG-COUMSELING, TRAINING, SUPPORT A
Update Semices |

Provider Client Care Recipients

Add Care Recipients |

Provider Client Assessments

AssessmentDate | Functional Status | Nutrition Health Score

Old Functional Score: 0| Good Mutrition

5/10/2007 Detais...

Figure 19 — Provider Client Details Screen

Provider Users may change only the Provider Client Status or the Provider Client
Established Date on this screen. To submit changes, click Update or click Cancel to exit

Provider User
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without saving and return to the previous screen. To change Client Record, click the client

name link. Example: Hensley Mark
3.10 Update Provider Client Services
Updating Provider Client Services is a two-part process.

STEP ONE

To begin, scroll down to Update Services:

Provider Client Services

Service Code Service Name
830 CG-COUMSELIMG, TRAIMIMG, SUPPORT A

Update Serices |

Service Status

Figure 20 — Provider Client Services Screen

Click the Update Services button and the first screen in the process appears:

/’

Provider Client Assessment
Provider Code : G100 Agency Mame : SERVICE PROVIDER
Last 4Digits of S5N : 7656 Date Of Birth : 6/6/1940
First Mame : MARK Last Mame : HEMSLEY
Service Code Name Service Status
| a20 HOME DELIVERED MEALS Active =
W 230 TRAMSPORTATION Active "I.
Active
[T 260 SENIOR COMPAMION
Inactive
- 209 GROUP RESFITE
[T 610 CARE MAMNAGEMENT Ir’-‘kl:tiﬁ.-'e vI
[T 820 CG-ASSISTAMCE WITH ACCESS Iﬁl:tiﬁ.-'e vI
¥ az0 CG-COUMSELIMG, TRAIMING, SUPPORT I.-"—"-.I:tiﬁ.-'e vI
[ &850 CG-SUPPLEMEMTAL SERVICES IAI:tiﬁ.-'E vI
Mext Cancel |

-

Click here to change
service status

Figure 21 — Provider Client Assessment, Status Selection Screen

All services associated with this Provider appear. User should select the service(s) for this
client by clicking the box M to the left of the service. Users may change the Service Status

Provider User
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ONLY to Active, Waiting or Inactive by clicking the arrow to the right of any drop-down box. To
view the Service Status options click this symbol. =|
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STEP TWO

When complete, click Next. The appropriate Provider Client Assessment form will appear based
on service selected.

If the user selected General Transportation (250) or Medical Transportation (033) the following
screen will appear for the user to select the Overall Functional Status of the Client.

Provider Client Assessment
Provider Code : G100 Agency Name : SERVICE PROVIDER
Last 4Digits of 55N : 9995 Date Of Birth : 3/31/1930
First Mame : Franklin Last Mame : Jones
Sarvice Code Name Sarvice Status
230 TRAMSPORTATION A
—.Il:lverall Functional Status: = well  at-Risk 7 High Risk
Previous | Finish | Cancel

Figure 22 Client Overall Functional Status

Previous | Click PREVIOUS to return to the list of available services to this
Client

- When the Provider Client Assessment is complete, click the FINISH
button to return to the Client Detail Screen

Cancel | Click CANCEL to return to Provider Client Detail

NOTE: There are several possible forms which may appear for client
assessments.

Complete examples and instructions for each are included in the Appendix to this
manual.
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3.11 Add Provider Care Recipients

To add care recipients for the selected client scroll down to the part of the screen:

Provider Client Care Recipients

Add Care Recipients

Figure 23 — Add Care Recipients

Click the Add Care Recipients button. The Add Client screen appeatrs:

Please enter care recipient

Person Last4 Digits S5M :I

Last Mame :

First Mame :

|
|
Middle Tnitial : [
|
|
|
|

Date Of Birth :
Address :

il il

Phaone : (l ]l .I
Is care recipient a person with mentzal retardation or developmental disability? ¢ vag € No

Does care recipient live in same household as caregiver?  yves © No

— Marital Status
" Single (never married) ¢ Married © Single (divorced/widowed) € Refused To Answer

20. Does dient have significant memory loss or confusion? © ves & No

Number of IADL (Instrumental Activities of Daily Living)
| Question Can do without help Response

& Meeds help and has unpaid help

¢ Meeds help and has paid help
a.Prepare meals " ves 0 No

—

Figure 24 — Add Provider Care Client

¢ Meeds help and has both unpaid and paid help

The user should key the information from the DAAS-101 Client Registration Form. All Care

Recipient information is required entries. When complete, click Finish.

Provider User
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Provider Client Care Recipients

S5SH4| HName |Sex|Date Of Birth | Chent Status | Registration Date
9999 Iron Metal F 5/21/1907 A 1/1/0001 /Details...

Add Care Recipients |
Figure 25 — Update Provider Client Care Recipient

To Update the Care Recipient the user should click the Details... link. The following screen will
display for the user to update existing data from the DAAS-101 Client Registration Form Section
[Il and Section IV.
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Provider Client Care Recipient Assessment Details

Assessment Date: los 21 jfecor

Is care recipient 3 person with mental retardation or developmental disabilty? & ves € No

Does care recipient bve in same household as caregiver? @ ves C No &
20. Does client have significant memory loss or confusion?  Yes & No

Mumber of IADL (Instrumental Activities of Daily LivThme

DAAS-101
Section I
Questions 17-18

Can do without help

r" B
- ) DAAS-101
a.Prepare meals & ves C No - ' Section IV
I 0 pad nep
& Question 20
i |
& |
b.Shop for personal tems & yes ' No a
I 0 pad nep
€ Meeds help and has no help
% Needs help and has unpaid help
% Heeds help and has paid help
c.Manage own medications & ves © No
" Needs help and has unpaid help
C Needs h dh id h
h.Transportation ability T ves ™ No eeds help and has pad hep
" Needs help and has both unpaid and paid help
& Needs help and has no help
Number of ADL (Activities of Daily Living)
| Question Can do without help Response
(% Needs help and has unpaid help
{” Needs help and has paid he
a.Eat € ves & No d ? v
" Needs help and has both unpaid and paid help
" Heeds help and has no help
Figure 26 — Provider Client Care Recipient Assessment Details
This data is keyed from DAAS-101 Client Registration Form Section IV, V and VI.
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23. How many unpaid caregivers involved in care including primary caregiver? 0 1 €32 O3 ormore

24. How many hours per day of help,care, or supervision does client need? (Select DAILY or WEEKLY)

~ - b.If not daily, # of hours per week needed
a. # of daily hours needed Daily | I _ Weekly | IU

25. How many hours per day of help,care, or supervision |:||:195 careqgiver provide? (Select DAILY or WEEKLY)

- b.If not daily, # of hours per week needed -
a. # of daiy hours needed | Daily | I Weekly I'-'

—26. Caregiver's Relationship to care recipient \\
i wife " Granddaughter/in-aw " Grandmother
" Husband " Grandson/in-aw " Grandfather
" Daughterf/in-Law ¥ Niece " Aunt
" Sonfin-law " Nephew " Uncle
" Sister ' Mother ' Other refative
' Brother ' Father ' Non-relative
30. Is the primary caregiver a long distance C ves & No

caregiver?

> Llp-datel cancel

Figure 27 - Provider Client Care Recipient Questions

Iltems 24 and 25 allow the user to click Daily or Weekly. Only one entry can be made, either
Daily or Weekly. Selecting Daily will disable Weekly as will selecting Weekly will disable
Daily.

Click Update to save changes or click Cancel to discard and return to the previous screen.

The user can change the Assessment Date and make other changes to the Assessment
Details. Changing the date will create another Assessment Record for the client.

Provider Client Care Recipient Assessment Details /

Assessment Date: s /21 |2007

|Provider Client Care Recipient Assessments

AssessmentDate | Functional Status
5/21/2007 Low Risk Details... /
5/22/2007 Low Risk Details...

Figure 28 Assessment Date

Clicking Details... will only allow user to update Care Recipient Established Date and Status.

Provider User Page 31 of 59
Last updated: October 2, 2007 by Linda M. Owens



Provider Client Care Recipient Details

Last 4 Digits 55K : e
Marme : Iron Metal

Care Recipient Established Date : |EIE J.'f21

Inactive ~

/j2007

Care Recipient 5tatus :

Inactive Status
" Adult care home/Assisted i

“‘-.___-.--~

1 Alternative lving ammangements © Improved function/need eliminated

" Death " Service not neededf'.-uinmd/

' Hospitalization " ness

1 Other (Specify) " Hursing Home Placement

Date Status Changed: | _,u'l ;l G
Client Status : A
Date OFf Birth @ 52171907
Reqistration Date 1/1/0001
Addrass : 1522 W Gamer Road Gamer, NC 27529-
County : o2
Sex Fermale
Marital Status : Married
Update | cancel

Provider Client Care Recipient Assessments

AssessmentDate | Functional Status

5/21/2007
5/22/2007

Lowr Risk
Low Risk

Detzik...
Detaik...

Figure 29 — Provider Client Care Recipient Inactive Status

When Inactive is selected the user is prompted to add the reason

Inactive was chosen. In this

example, the Inactive Status applies to the Care Recipient. The user should key the information
recorded on the DAAS-101 Client Registration Form, Section I, Item 1.

The Date Status Changed is the date recorded on the DAAS-101

Client Registration Form.

Click Update to save changes or click Cancel to discard and return to the previous screen.
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3.12 Search for an existing Client

Click Search Client on the menu bar to find a specific client for viewing or updating.

Home Add New Client Reports Import ARMS/SIS

g

Search client

Ferson Lastd Digits 55N :|

Last MName :

First Name :

I
!
Sex: I "I

Date Of Birth : | | i

Search | Resetl

Figure 30 — Client Search (adding Care Recipients)

Enter search criteria in at least one of the fields above. The more information typed, the fewer
the search results will display. For example, typing only “Smith” in the Last Name box will yield
many results, but adding the Last4 (of the SSN) or Date of Birth will narrow the results

significantly.

criterion — Person Last4 Digits SSN, Last Name or First Name

NOTE: A search using the Date of Birth must also include at least one other

is may be a misspelling or typing mistake, verify information and try again.

NOTE: Entering too much information in the fields may result in NOT finding the
desired client. If a match is not found for a client that is known to exists the cause

For example, entering 8750 in the Last4 Digits (of SSN) field, then clicking Next, results in the

following search results display:

List of Clients

Last Mame |First Name |MI | SSN4 | Sex | Date Of Birth | Status | Registration Date

ABRAHANM  FOLLY B7S0 M ITiTIT & 114 /2005 Details...
EDWARDS DAMIEL T 8750 F  _jeoyaoll A 9/1/2004 Details. .
LINDSEY DELL 82730 F Aot ianan &, 8/13f1997 Detais. ..
MARICH SALLY 2730 M Lttt &, 632002 Detais. ..
MORWOOD  WALLY Yoo evsl M oLl &, Fleafz200s Details...

Figure 31 — Select a Client from Search Results
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Click the Details... link to the right to open the client information:

Provider User Page 34 of 59
Last updated: October 2, 2007 by Linda M. Owens



ABFAHAM, POLLY | Demographics f STatus

(Hide Detalls...)

First Mame [POLLY
Middie Indtal : I
Last MName jaERAFLANM
st Narme : {PDLL‘!"
pacicle Iratial - |
S tatus: [active =1
JPegstration Dute 1142005
B thvatioen Date: 1142005
Cater OF Brth | jos 7 I E=d ™ sSpecisl Exgblity
Address : o2z HASSELL ST
|
|SGREENSBORC, [NC [27401 i
foourity : 1 Ganlford ""'I
Fhome :II-E Jﬁﬁi‘ -PEEE r ro Phore
S | © Mae F Female
bt Moadorw Doty lanved © ™ ves & MNo
r~ Househoid Sire -
~Marital Status -
P Livees Sdomes
Sivgle [rever mamied) E2n
" Married
T 3 or oo i o
" Sgle (dvoroed fwidorwed )

" Refused To Ardwers

~Raca ((hent Most COosaly Identshes)
= BlackfAfrican Armoeican

T GroupShared Horma

-_D"E‘E'm --Ftate“ - -{EI'ECI: _ﬂ that apply )

M BlackfAfrican Armerican

 Augiary T Asian
" Armenican IndanAlasia Natie: ™ amencen indan/alasioa Natiea
O wWihite " white
" Mative Hawalkan/Othes Pacfic [dender | [ Mative Hawasian/Other Paofic [dander
" Refusad Unknown I Refused L rknown
™ Crhar ™ Cther
JHsparac fLating  ves & MNo

{Enghsh ﬂ

ARRAHAM, POLLY : Emergency Contact Info

(Hide Details...)

M IDE LORES JOHNSOMN

Drary Timwe Fheore:

ARamara Reddy
O 102008 &-39:22 P
Rarmara Reddy
Q192006 4:-39:22 P

33 sz eses

Figure 32 — Client Details
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This form is divided into three sections:
o Demographics / Status (DAAS-101 Client Registration Form — Questions 1-14)
e Emergency Contact Info (DAAS-101- Client Registration Form - Section VII)

e Associated Provider Info providing serving this client

ABRAHAM, POLLY : Associated Provider Info  (Hide Details...)

Providers
Provider Code | Status Agency Name

G055 A SEMIOR RESOURCES OF GUILFORD

Providers where Client is Care Recipient
There are no associated providers where this client is 3 Care Recipient

Providers where Client is Careqgiver
Provider Code | Status Agency Name Care Recipient

G055 | SEMIOR RESOURCES OF GUILFORD BEA BULLOCK
G055 A SEMIOR RESOURCES OF GUILFORD  Tim TimTest

Update | cancel ||

Figure 33 — Associated Provider Information for Client

For additional client information, click any where on the blue bar to Show Details. Click on the

blue bar to Hide Details Click Here to show
Details...

({Show Details...)

Click Here to hide
Details

— |
{Show Details...) '
— |

(Hide Details...)

Figure 34 -- Using the Scroll Button

When the form is complete, click Update to save the information and return to the previous
screen, or Cancel to return without saving.

NOTE: If an error message is received the most likely cause is failing to fill in all
the required fields. The user will be prompted in red of the error message.
Please review the form and try again.
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3.12.1 Provider Care/Client Assessments

Provider Client Assessments

AssessmentDate | Functional Status | Nutrition Health Score

5/22/2007 el Good Mutrition Details...

Figure 35 — Provider Client Assessment Selection Screen

Choose one of the assessment types by clicking on the appropriate Details... link. The
assessment form will appear next. To add a new assessment, change the date and update as
needed. Click Update to Save new assessment or click Cancel to exit the form without saving.

Provider Client Assessment Detail

Lssessment Date: |U? ;l[] 1 leUU?

Mutrition health score

Refused to
answer

Ouestion Response

a.00 you have an illness or condition that made you change the kind and/or

amount of food you eat? Cves ' No

b Howe many meals do you eat per day?
C.Howe mary fruits per day?

d.Howe many vegetables per day?

I R

T

e.How many milk/dairy products per day?

AA/\/VV\A/\/\/\/\/W

Figure 36 — Sample Client Assessment Form Details

NOTE: There are a number of assessment forms in ARMS. The figure above
shows the top part of a typical example. All forms and instructions for using them
are included in the Appendix to this manual.

3.13 Add a New Client

To add a new client to ARMS, click Add New Client on the menu bar.

Home Search Client Add New Client Reports Import ARMS/SIS

The Client Data Entry Screen will display for users to key data from DAAS-101. Click the Create
button to add the client. If any required field is left blank—or invalid characters are used—the
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system will show warning messages in red text where the errors occurred. Simply correct the
errors and click Create again to complete this process. Click Cancel to exit the form without
saving.
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: Demographics,/Status

Last <4 Digits S5M
Last Mame

First Mame :
[riddle Initial :

Cate Of Birth
Address

oty

Phore
SE

At fbelow poverty level

—Marital Status
" Single (never married)

i Married
" Single (divorcedwidowed)
" Refused To Answer

—Race (Client Most Closely Identifies)
" Blackjafrican Armerican

(Hide Details...)

[T special Eligibility

)|

" Male 7 Fermnale

™ Mo Phone

T oves Mo

—Household Size
" Lives slone

2 in home
3 or more in home
" Group/Shared Home

" Refused to answer

—Other Race (Check all that apply)
™ Blackfafrican Armerican

: Emergency Contact Info

: Associated Provider Info

Create

cancel ||

0 Asian ™ asian
 arnerican Indiang slaska Mative ™ ammetican Indiang slaska MNative
 wWhite I wihite
7 Mative Hawaian/Other Pacific Islander || T Mative Hawaiian/Other Pacific Islander
7 Refused/Unknown [ RefusediUnknonam
" Other ™ other

Hispanic/Latino : T ves O Mo

Prirnary Language Spoken IEninsh j

(Show Details...)

(Show Details...)

Figure 37 — Add New Client
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3.14 Provider Services

To view the services associated with any provider, click the Services... link:

ARMS v0.0.9 | Help | Logout

Home Search Client Add Client Reports Import ARMS/SIS

Status Address .

G035 SEMIOR RESOURCES OF GUILFORD & 301 E. WASHINGTON STREET GREEMSBOROD Details... Clients... Services...

The budgets associated with this provider are displayed. The three left columns show the SRW,
Reimbursement, and Consumer Contributions/Program Income details associated with these
line items.

Provider Budgets

Provider : SEMIOR RESOURCES OF GUILFORD(GOSS)

" Region | county Service T
PIEDMONT TRIAD COG  Guiford  HOME DELIVERED MEALS(020) SRWe Contributions
PIEDMONT TRIAD COG | Guiford | CG-RESPITE(840) SRWs Reimbursements Contributions
PIEDMONT TRIAD COG | Guiford  LEGAL SERVICES{130) SRWs Contributions
PIEDMONT TRIAD COG  Guiford  CG-ASSISTANCE WITH ACCESS(820) SRWs Reimbursements Contributions
PIEDMONT TRIAD COG Guiford  SEMIOR CENTER OPERATION(170) Reirmbursernents | Contributions
PIEDMONT TRIAD COG Guiford  HOME DELIVERED MEALS-MSIP(021) SRWs Contributions
PIEDMONT TRIAD COG | Guiford | CG-COUMSELING, TRAIMING, SUPPORT(B30) SRWs Reimbursements Contributions
PIEDMONT TRIAD COG Guiford COMGREGATE MUTRITIOM(180) SRWs Contributions
PIEDMONT TRIAD COG Guiford  CG-INFORMATIOM(S10) SEWWs Reimbursements Contributions
PIEDMONT TRIAD COG | Guifford | INFORMATION AND ASSISTAMCE(040) SRWs Reimbursements | Contributions
Cancel Providers

Figure 38 — Provider Services List
SRWs Site/Route/Worker Code is to gather information concerning the points of

service delivery for all service providers. The information provides for the
sorting and grouping of clients for a like service.

Reimbursements | Report on a monthly basis, line item expenditures for services which are
non-unit based.

Contributions Report consumer contributions/program income collected by service for
the month being reported
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3.15 View / Edit Provider Budget SRWs

Click on the SRWs link to view Site/Route/Workers details. All the Site/Route/Workers
associated with this Provider will appear.

100
401
455
301
335

Provider: ALAMANCE COUNTY TRAMSPORTATION AUTHORITY(GOO4)
Region: PIEDMONT TRIAD COG

County: Alsmance

Service: TRANSPORTATION

| SRWCode Description

Add Provider Site/Route/Vaorker | Provider Budgets | Cancel |

TRAMSIT BUS Details Service Totals
GEMERAL TRAMSP Detgils Service Totzls
RALEIGH EAST SIDE Detgils Service Totzls
SHAW TOWN COMMUNITY Details Service Totals
BURLINGTOM PLACE Detgils Service Totzls

Figure 39 — Site/Route/Workers Details

Click on Provider Budgets OR Cancel to return to the previous screen.

Click on the Add Provider Site/Route/Worker button to add a new SRW.

This information
is pulled from the
Provider Budgets

\

Add Provider Site/Route/Worker

Provider Code : G004
Agency Mame : ALAMANCE COUNTY TRAMSPORTATION AUTHORITY
Region - SEDMONT TRIAD COG xtiertifsimm & e
County : Alarmance Entel; a 3-d(|jg|t
Service | TRANSPORTATIO gg?cr%rt'i?m a

: ipti
Site/Route/Waorker Code :I / .

i Click Add to save
Description : | S ! new SRW.

Cancel |

Figure 40 — Add Site/Route/Worker

Users may add the information in the two editable fields and click Add to save or Cancel to
return to the previous screen.

The Site/Route/Worker Code field cannot be left blank. If the exact same Site/Route/Worker
Code already exists for the service and county, an error message will display.
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Click on Details to make changes to the Provider Site/Route/Worker Information.

100
401
455
301
555

Provider: ALAMAMCE COUNTY TRAMSPORTATION AUTHORITY(G004)
Region: PIEDMONT TRIAD COG
County: Alrmance

Service: TRANSPORTATION

SRWCode Description

TRAMSIT BUS Details Service Totals
GEMERAL TRAMSP Details Service Totals
RALEIGH EAST SIDE Defails Service Totals
SHAW TOWN COMMUNITY | Details Service Totals
BURLINGTOM PLACE Defails Service Totals

Add Provider Site/Route/\Worker

| Provider Budgets | Cancell

Click Details to view or add new
clients to the Site/Router/Worker
Information.

Click Service Totals to add or update
monthly Service Total records for

Figure 41 - Site/Route/Worker Information

Provider Site/Route/Worker Information

BAITY , .
2445 RUTH F 2/17/1918 A [Rermnove] Details
CHAMDLER , .
Users can only add 2233 GAYLE F 5/6/1936 A [Remove]  Details
clients that the provider GANT _
has assigned to receive 2423 MARY F 10/21/1919 A [Rermnove] Details
this service.
GODFREY , .
4823 SARAH F 1/12/1934 & [Remove]  Details
1111 JARRELL Ty 77171040 A [Remove] Details
BAKER-9276-F-08151943 j
[Add]
Update | Cancel |

Provider Code : G004

Agency Name : ALAMANCE COUNTY TRANSPORTATION AUTHORITY
Region : G

County : Almance Edit DeSCI'iption
Service : TRAMSPORTATIOMN(250)

Site/Route/Worker Code : 455

Description : |RALEIGH EAST SIDE 4

Cregtellser: Arrns.Provider

CreateTime: 3/9/2007 2:51:08 PM

Modifylser: Arms.Provider

Modify Time: 5/30/2007 3:45:01 PM

Clients :

55N4( Name |5Sex

Date Of | Client
Birth Status

Figure 42 — S/R/W Additional Details
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The Remove feature will only allow the user to remove a client from the SRW that do not have
any units on the service total record.
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To view Service Totals for a client, click Details. The service total record displays for the client.

1911 BEAM
JOHM

S5M4 | Name |Status

2

Provider Site/Route /Worker Service Totals

Date Of
Birth

Provider: FRIEMDSHIP ADULT D&Y SERVICES(GO0Z)
Service | ADULT DAY CARE(D30) [ Maxirmurn monthly units: O ]

Region - County ;G - Alamance
Site/Route/Warker ; 100 - ADULT D&Y CARE

Wearify

1zj231032 [20 23 | | | |

| Updatel Provider Budgets | Cancell

Figure 43—Service Details (from Site/Route/Worker)

Enter the total monthly units by month. Users may modify the figures in any month. Click one of
the four buttons...
o Verify - Recalculate the Totals.
¢ Update - Save the changes and return to previous screen
e Provider Budgets to return to the Provider Budgets screen without saving
e Cancel to return to the previous screen without saving

The user can click on Service Totals to go directly to the Service Totals Report screen.

Provider: ALAMAMNCE COUNTY TRANSPORTATION AUTHORITY(GOO4)
Region: PIEDMONT TRIAD COG
County: Alamance

Service: TRANSPORTATION

SRWCode Description
100 TRAMSIT BUS Details Service Tofals
401 GEMERAL TRAMSP Details Service Tofals
455 RALEIGH EAST SIDE Details Service Tofals
501 SHAWY TOWM COMMUNITY Details Service Totals
555 BURLINGTOMN PLACE Details Service Tofals
Add Provider Site/Route/\Worker Provider Budgg

In this example, the client status = D
and is highlighted in red to indicate the
client is death. This system will not
allow additional units to be added for
the month after the death date has
been saved in ARMS. When keying
units, the cursor will skip clients that
have a status of D or | (Inactive).

Y

Provider Site/Route/ Workg
rovider: ALAMAMNCE COUNTY TRANSPORTATION AUTHORI Region - County : G - Alamance
Site/Route/Waorker : 455 - RALEIGH EAST SIDE
2445 oY Fi7i1016 | A = Active Client — client record i L1 C o
223 CHANDLE /61936 updated in the new ARMS system =0 | | | ;
D = Death —
2423 | SANY 10/21/1919 | | I | 0
ugp3 GODFRE u1zness | R = Clients that migrated and record  |— | | | | .
i’;i’;:u not updated in the new ARMS system.
111 | ol 7/1/1940 | | | | 0
Verifyl Update | Provider Budgets | Cancel |
Figure 44 - Service Totals Data Entry Screen
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View / Edit Provider Budget Reimbursements

Click the Reimbursements link to view the following:

Provider Non-Unit Reimbursements

Fegion : PIEDMOMT TRIAD COG County Alamance
Prowider: ALAMARNCE ELDERCARE, IMC(G003) Service: CARE MANAGEMEMT (610
| Report Month | Admin Direct Cost | Admin Indirect Cost | Program Cost | Total Non Unit Reimbursement
Jul $2,182.00 $0.00 $2,680.00 $4,862.00 Detail
Aug $2,182.00 $0.00 $5,352.00 $7.524.00 Detail
Cancel | Add Mon Unit Reimbursement Provider Budgets |

Figure 45 — View / Edit Provider Budget Reimbursements

Click Add Non Unit Reimbursement to view this screen:

Provider Non-Unit Reimbursements

Fegion : PIECMOMNT TRIAD COG

County Alamance

Provider: ALAMAMNCE ELDERCARE, INC{GO03)
Serice CARE MANAGEMENT(510)

Feport Manth ISep "I

Ldrninistrative Direct Cost: $|

Ldrninistrative Indirect Cost: $|

Program Cost: $|

Cancel |ﬂ|

Figure 46 — Add Non-Unity Reimbursement

Choose the correct month from the drop-down and complete the empty fields. Click Add to save
the information or Cancel to exit without saving.

To view the existing non-unit reimbursement information for any month, click the appropriate
Detail link:
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F.egiar
County
Prowider:
Service
Report Month

Administrative Direct Cost:
Administrative Indirect Cost:

Prograrn Cost;
Created User:
Created Time:
Last Updated User:
Last Updated Time:

Cancel | Update |

Provider MNon-Unit Reimbursements

PIECMOMT TRIAD O

Alamance

ALAMAMCE ELDERCARE, INC(GOO3)
CARE MAMAGEMEMT(510)

Jul

32182

$i0
#|2600

Rarnana, Reddy
Q19,2006 11:17:25 PM
Rarnana, Reddy
0/19/20068 11:17:25 PM

Figure 47 -- View / Modify Non Detail

Enter figures ONLY into the “Administrative Direct Cost” and “Administrative Direct Cost” fields.
The number in “Program Cost” field is the total of the two, and is calculated by the system.

NOTE: Only whole numbers can be entered in the monetary fields. Entering a
decimal will result in an error message.

When complete, click Update to save or click Cancel to return to the previous screen.

3.15.1 View / Edit Provider Budget Contributions

From the budget list, click Contributions to view the following information:

Provider Consumer Contribution/Program Income

Regian PIEDMOMT TRIAD COG
Provider:  HOMECARE PROWIDERS(GOOS)

County @ Alamance

Service: IN-HOME LEVEL 2 - PERSOMAL CARE

Add Consurner Cantribution | Frovider Budgets |

Figure 48 — Provider Cost Sharing Contributions / Program Income

Click the Add Consumer Contribution button to view:

Provider User
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Provider Consumer Contribution/Program Income

Fegion PIECMOMT TRIAD COis

County Alarnance

Priovicler: HOMECARE PROWIDERS(GOOS)

Service . IM-HOME LEVEL 2 - PERSOMAL CARE(D42)
Fepart Month Jul =

Monthly Gross Consurner Contribution/Program Income Collected: $|

Morthly Amount Deducted to Cover Allowable Cost: $|

Cancel |ﬂ|

Figure 49 — Add Provider Contribution Item / Program Income

Make any required changes, then click Add to save or Cancel to return to the previous screen
without saving.

Click Provider Budgets to return to the budget list.
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4 Reports

Many reports are available for Provider users. To see the list, click Reports on the navigation
bar. The list appears:

Reimbursement Reports

Demographic Reports

Verification Reports
Client/Waiting Lists

Other Reports

Figure 50 — Provider Reports Categories

Click on any of the named categories to view all the reports in that heading. For example, click
on Reimbursement Reports to view list of available reimbursement reports.:
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Reimbursement Reports

Description

ZEA3Y0 Provider Reirmbursernent

FEATTO-4 Provider Surnrary

SEAITO-A-YTD Year-to-Date Provider Surnmary

ZEAZTO-YTD Year-to-Date Provider Reimbursernent

FEAFTO-CHNTY Provider Reimbursernent Sorted by County
ZEAIFO-CHNTY-YTOM,  Year-to-Date Provider Reimbursernent Sorted by County
ZEATFO-A-CHTY Prowicer Surnrmary Sorted by County

ZEASFO-A-CHTY-YTD “Year-to-Date Provider Surnmary Sorted by County

FasAI0-5 Legal Surnrary Report

£EAIT0-6 Senior Center Outreach Surnmmary Report

FEAIFO-F Provider Reimbursernent Report - 0 Health Prormotion 90%
FA37F0-10 Provider Reirmbursernent Report - D Health Prormotion 85%
faAA70-11 State Senior Center General Purpose Funding Report
faad70-12 Farnily Caregiver Support Surnmary Report

ZE5A380-4 Regional Surnmary Report by Category

ZEA3E0-B Regional Surnmary &l Categories

SEA390 Area AQency Summary

SEAIA0-A State Summary

Figure 51 — Provider Reimbursement Reports
The name of each report (left column) is a hyperlink which opens the report-builder screen.

NOTE: Each report differs slightly in the parameters a Provider user may select.
What follows is a typical example, after which parameter selection will be self
evident.

For example, clicking on the first named report (ZGA370 | Provider Reimbursement)
opens the parameter selection process:
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Reimbursement Reports

Provider Reimbursement

provider Summary Each user will have unique
Year-to-Date Provider Summary report parameters from which
to choose. In this example,
Click on the report this user can select report
name to view the month and county.
following parameter Report - ZGA370
selection screen Provider Reimbursement

Report Month: [March - 2007 |
% o

Region: |G
County: | All i
Provider: [Al] = \ NON Selectable Fields

Generate Report |

Report - ZGA370
Provider Reimbursement This report requires
that the user select
Hiarch - 2007 the Report Month and
i County using the
/ County: {September - 2006 drop-down selection
provider: [l 1] method Report - ZGA370

Provider Reimbursement

Report Month: [March - 2007 =

| Generate Report_| Click Generate Report
Report Month:lMarch - 2007 =
to create the report
Region:l-:; vl

County: | All -

1 Provider: | Alamance
Caswell

Davidson

NOTE: Reports may take a few seconds to a Generatd Guilford

few minutes to generate. Mantgomery
Randolph

Rockingham

Figure 52 - Typical Report Parameter Selecti
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Clicking any of the Report
Fnandial Reborts / Category Links will display a

list of available reports

ZGADED Financizl Report (A44)
ZGAS517 | Service Reimbursernent Report
ZGAS45 Invoice for MIS Services

Client/Waiting Lists

ZGABOD | Clients Waiting for Service Grouped by Service
ZGAB25  Clients Waiting for Service Grouped by Provider

Other Reports

ZGAG03 Units of Service Report {(Turnaround Docurment)
¥TD Export Year to Date Data NOTE: This report is for Exporting to Excel Only

Figure 53 — Report Category Links

Refer to ARMS Reimbursement Manual for information on reports.
Sample ZGA-370 Report

The RUN DATE is the actual date DAAS
5 5% « « » n 4 processed the monthly reimbursement

RUN DATE: 04/27/2007
TE | CRBOLTHE DIVISTON | OF) AG13E | AND| AUILTISEE
NORTH CAROLINA DIVISION OF AGING AND ADULT SERVICES T agmm—

T N0 275007 Zoounse OSIMSBURSEMENT REFORT - ZGA3TO
RUN DATZ: 0472772007 = comt o1 ae - ERINT DATE: 06/08/2007
MONTH RECORTING:March 2007 TY 001 Rlamance
azch : Report month g _—
PRINT DATE: 06/07/2007) FRIZNDSHIP ADULT DAY SERVICES

CAIZGORY IN HOME RND SUFPORI SERVICES

Date report was generated by the user

TR NET HSIP

GROSS PROGRAM - = i
BUDGETED GROSS GROSS CURRENT  CURRENT CURRENT MONTH CURRENT CURRENRT
szav SERVICE HCCEG CURRENT  UNIT MENTH MONTH OTHER MONTH LOCAL MONTH MONTH
conz COST ALLOTMENT  UWITS RATE =XP €S/PI ADJ EXPEND SHRRE EXPEND REIMB
030 88,237 66,178 0 32.89%7 0 0 o 0 0 E 0
CATZGORY IN HOME AND SUPPORT SERVICES TOTAL
88,237 66,178 0 0 0 o 0 0 0 0
PROVIDER GOO2 FRIENDSHIP ADULT DAY SERVICES TOTAL
88,237 66,178 0 0 o o 0 0 o 0

The way Reimbursement Reports are compiled and/or
calculated have not changed

Figure 54 — Sample Report
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Demoaraphic Reports
Hame Description
ZGAZ204-1 Cumulative Unduplicated Persons Served by Region and Provider

GA204-2 Cumulative Unduplicated Persons Served by Region and County

ZGAZ04-3 Cumulative Unduplicated Persons Served by Region
ZGA541-1 Client Demographic Information by State

Click on the link
Name of the report

ZGAS541-2 Client Demographic Information by Region
ZGAS41-3 | Client Demographic Information by County
ZGAS541-4 | Client Demographic Information by Provider

The report functions are the same Fiscal Vear: [2007 -]
for all selected report, except Region:[G ]
Financial Report — ZGA060 County: -
As a Region user you can select the provider:[al 7]
year and specify a county if you do
hot want to print the whole report | Generate Report_ |
for the region

Financial Reports Figure 55 — Report Criteria

ZGAD60 | Financial Report (AAA) Reports are available by User Role. For example,

ZGA517 Service Reimbursement Report a Region User has access to Financial Reports that

_ _ a Provider User will not.
ZGAS45 Invoice for MIS Services
Provider User Page 53 of 59
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4.1 Additional Report Functionality

A Report Navigation panel appears in the upper left screen of all generated reports. The

following table describes the functionality associated with each icon in this bar.

ICON FUNCTION DESCRIPTION
L Save the report to a different file format (TXT, CSV, etc) for use
xport SR
by an external application.
- Print Prints the report to a user-selectable printer
_I = Tree View Exp'ands/CoIIapses reports into logical section (NOTE: Not
L available for all reports)
First Page Navigates to the first page of the report

Previous Page

Navigates to the previous page of the report

b

Next Page

Navigates to the next page of the report

M

Last Page

Navigates to the last page of the report.

Table 3 — Report Navigation Panel Options

L TXT = Text File, for import into word processor; CSV = Comma-Separated Values, for importing into
spreadsheet or database files; PDF = opens with Adobe Acrobat Reader, if installed on the local PC.

Provider User
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The Tree View allows the user to Expand the view, by Region,
County, and/or Provider
P S “;3 « 4 » M jaz2
4 NORTH CAROLINA DIVISION OF AGING AND ADULT SERVICES
) NORTH C D OF AGING AND AD -
’:' 001 < AUN DATE: 04/27/2007 PROVIDER REIMBURSEMENT REPCRT - ZGA370
©-Go02 MONTH REPORTING:March 2007 REGICN & COUNTY 001 Alamance
G003 PRINT DATE: 06/08/2007 PROVIDER G002 FRIENDSHIF ADULT DAY SERVICES
G004 CATEGORY IN HOME AND SUPPORT SERVICES
=-G005
=-G009
E-G010 GROSS PROGRAM GROSS ang
BUDGETED GROSS CROSS CURRENT CURRENT CURRENT
=G40 SERV SERVICE HCCBG CURRENT UNIT MCNTH MONTH OTHER MOWTH
51 GO4T CODE COST ALLOTMENT ONITS RATE EZXF C5/PL ADJ EXPEND
#-G0&0 030 88,237 66,178 0 32,8887 0 0 o 0
=017
4029 CATEGCRY IN HOME AND SUPPORT SERVICES TOTAL
e M1 8,237 &6, 178 L1} o o o 1]
=062
2076
079 PROVIDER G002 FRIENDSHIP ADULT DAY SERVICES TOTAL
88,237 &6, 178 o 0 o o o
Item in list are Links, click to access Region,
County or Provider Code
Figure 56 — Report View
2§ http:/ fhrdhhs63.dhhs.state.ncus:B003 - 10| x|
2
@ 3 i3 P M /42 J File Edit WView Favorites Tools Help | e
J G'DOSIE“CV vHr>) Setﬁngsv J % =
File Format: Cry=tal Reportz (RPT) ll
Page Range: = A
[ Page=:
From: I1 To: |1
oK Cancel
|:&] Done I_’_ |_|ﬂ Internet -
Provider User Page 55 of 59

Last updated: October 2, 2007 by Linda M. Owens



Figure 57 — Report Options to Print
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4.2 YTD Export

Other Reports
Name Description

ZGAT01 Aqging Service Providers

ZGA702-A  Provider Directory by Service

ZGAT02-B | Provider Directory by County

ZGA903 Units of Service Report (Turnaround Document)

Y¥TD Export Year to Date Data MOTE: This report is for Exporting to Excel Only
Figure 58 YTD Export

This function allows users to export financial data from the ZGA-370-YTD to an Excel
spreadsheet for further manipulations.

5 Import ARMS

Click the Import Data link on the Navigation Bar drop-down

Import ARMS /SIS

)

The following screen appears:

Import ARMS/SIS Data

Select the File to Import: | Browse... |

Import ARMS data {only Admins may import SIS data)
&+ ARMS data

" 515 data

Figure 59 — Import ARMS / SIS Data

Click on Browse... to open the Windows File | Open Dialog:
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21 x|
Laook in: I@ My Documents j & &k Ea-

)ARMS

E__a]F\RMS_D.ﬁTA_SAMPLE.csv

[£] ARMS_DATA_SAMPLE bt
B arMs_DATA_SAMPLE.xls

Desktop

4

My Dacuments
o
rdp Cornputer
1] | i
File name: || j Open I
Files of tupe: IAII Files [%%] =l Cancel |
E

Figure 60 Choose File

Only the following three data file types may be selected for import into ARMS:
1. CSV (“Comma-Separated Values,” a common database export/import format)
2. TXT (Text-only files)
3. XLS (Microsoft Excel spreadsheet format)

INOTE: Users must be sure that the file chosen contains the correct data

Select the appropriate file and click Open. Then click Import Data to transfer the data into
ARMS.

The user will be prompted that data was successfully added to ARMS or an Error Report will
display.

5.1 Print Error Report

Users should use their Internet Browser print function to print this report. To get the entire
report to print, the user should first change the paper orientation to Landscape using the Page
Setup feature of their Internet Browser.

Note: Users may want to print the Units of Service Verification Report (ZGA-542) to
verify that units were accepted correctly.
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Mew

Open...

Edit with Metscape
Save

Save As...

lI=—=I——

3 http:/ fhrdhhs63.dhhs.state.nc.us:8003/ARMS_Import.aspx - Microsoft In
J File Edit Vew Favorites Tools Help

3
Ctrl+0

. "_) Search \?'n" Favorites £
0| pAY |

i R

Page Setup...

Print Preview...

Send

Import and Export...

Properties
Work Offline
Close

Regions

Providers

RMS/SIS Data

Clients

5[] nttp: forcs3.dhisstate.nc.us:5003 [RTaa

~Paper
Size:

ILetber

Source:

I Automatically Select

Headers and Footers
Header

I &wabPage &p of &P

Footer
Select the File to Import: | Browse... | | Busbad
Are you importing ARMS data or SIS data? r~ QOrientation Margins (inches)
* ARMS data " Portrait Left: ID.ZE Right: 0,25
© SIS data Top: |05 Bottom: [ 0.5
Figure 61 Print Functions 4
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